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24 JUN 1959
TO

28

FROM : Chief, Records Miragement Staff

SUBJECT

-0

Msasuring Effectiveness of the Records Management Progran

1. This is a reminder of the nesd for en ammual report to
e ure the effectiveness of your Records Management Progrsm for
the Tlseal year ending 30 Jume 1959.

2, I will appreciate your sending wa by 15 August 1956 t
following data sbout ycur program:

@. Cubic feet of rscords on hand 1 July 1958,

b. Cuble feet of records festroyed during figeal year
1959. (Do not include records disposed of by the
Records Center.)

€. Cubic feet of records on hand 30 June 1959.

3. The reports of previous years from Reeords Officers have
been invaluable to us 1n plamning Records Centar operaticns » deter.
nining space requirements for the new building, planning emergercy
operations at the relncation site, and estimanting requirements for
filing equipment., In addition, ve hove used the reporte to axeellent
advantage in briefing top offietals anf in developing publicity
material to promocte the Agancy hecords Manngewent Progranm.

4. I'm sure that you ¢co will fipd equal value in measmunring
the effectivensss of your prograum. Certainly, an annual appraieel
sffords you the excellent opportunity to establish or strengihen
records management rapport betveen you and the opsrating persommsl
of your office,

5. Please feel free to call on me for any assistance I can
rander .
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